
Qwickly Attendance Tool 
Qwickly is a tool that will allow you to track attendance within Blackboard.  It provides different options 

for tracking attendance and integrates with the Blackboard Grade Center.  For any questions regarding 

this tool, please contact the Center for Innovative Teaching & Learning at citl@wku.edu.   

Click on a link below to quickly go to that topic 
Turning on the Qwickly Attendance Tool 
Access the Qwickly Attendance Tool 
Configuring the Qwickly Attendance Tool 
Adjusting the Qwickly Attendance Tool Settings 
Grading 
Taking Attendance with the Qwickly Attendance Tool 
Viewing the Attendance Record with the Qwickly Attendance Tool 
 

Turning on the Qwickly Attendance Tool 
1. In the Control Panel of your Blackboard course site, navigate to Customization and select Tool 

Availability. 
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2. Scroll down to the Qwickly Attendance tool and select the radio box beside of it. 

 
3. Click Submit. 

Accessing the Qwickly Attendance Tool 
1. Once in your Blackboard course site, select the + icon in the Course Menu, and then select Tool 

Link. 

 
2. In the Name box under Add Tool Link, enter Attendance as the name.  

3. Using the Type drop down menu, select Qwickly Attendance. 

4. Select the Available to Users checkbox and select Submit.  

 
 

 

 

 

 



5. The tool link will be added at the bottom of your Course Menu.  You may drag the tool to your 

desired location in the Course Menu. 

 

Configuring the Qwickly Attendance Tool 
1. The first time you access the Qwickly Attendance Tool, you will be prompted to Begin Set Up.  

Please select the Begin Set-Up button to continue. 

 
2. Any subsequent time that you need to adjust the settings, you should click the Settings link from 

within the Qwickly Attendance Tool. 

 

 

 



Adjusting the Qwickly Attendance Tool Settings 
 

Default Style 
You have the option to select your default type of attendance taking.  This does not mean that you must 

use the same method each time.  You can change your style settings at any point.  

 

There are four default styles available.   

 List: This style will display all of your students on one screen in alphabetical order.  You 

can select Present/Absent/Excused for each student.

 

 

 

 

 

 

 



 One By One:  This style will display each student one by one.  You can select 

Present/Absent/Excused for each student.  You would use the navigation arrows to 

proceed to the next student or to go back to a previous student. 

Accessibility Mode: This style is very similar to the list style.  It displays all of your 

students on one screen in alphabetical order.  You can select Present/Absent/Excused 

from a drop down menu. 

 



 Check In: This style allows for a code to be generated.  Students will have to log into 

Blackboard and enter the code to be counted as present. 

 

Grading 
You have the option of having attendance automatically graded within Blackboard. 

 

These are the following grading options: 

 No Gradebook Column: This means that there will be no grading tied to the attendance 

tool. 

 You can also have a column created in the Grade Center that is tied to the attendance 

tool.  The following are options for grading: 

o Total Points:  You can set a total number of points for the entire semester.  Each 

attendance record would count as a percentage of those points.  For example, 

attendance for the term may be worth 150 points.  I could set that as the total 

number of points.  If there are 15 class meetings, the students might earn 10 

points each meeting.   

o Per Session:  You can also set the number of points for each session attended.  

This total is added to each time you take attendance.  There will be a single 

grade center column whose point total increases each time attendance is 

recorded.   

o You can also create a grade center column for Absences and have them 

recorded.  You would select Points Per Absence and enter the number of points. 

 



Check In 
If you decide to use the Check In option for attendance (where students enter a code or click a button in 

Blackboard), you will have the opportunity to set your Check In preferences. 

 

These are the following Check In options: 

 Require PIN:  If you select to require a PIN, you will also need to set the number of 

minutes that you wish to allow the students to check in. 

 No PIN:  If you select No PIN, but still want to have the check in option enabled, you will 

also need to set the number of minutes that you wish to allow the students to check in. 

 Check In Timer: You will need to set a number of minutes for the check in process to 

take place. 

Important Note: If you decide to use the Check In function, you must click the Start Check In button on 

the Take Attendance page during each class period for which you want to record attendance.   

Absence Email 
You have the option of sending an email automatically to students who are marked as absent from class.  

If you decide to use this tool, please select Yes Email on Absence and customize your email to suit your 

needs. 

 

  



Attendance Statuses 
The default system statuses are shown within this interface as well as the option to create custom 

course statuses.  To modify statuses or create new statuses, please email citl@wku.edu to meet with an 

instructional designer.   

 

Always be sure to save your settings, by selecting the Save Settings button at the bottom of the page. 

Taking Attendance with the Qwickly Attendance Tool 
1. Select the “Take Attendance” link if you are not automatically directed to the Take Attendance 

interface. 

 
2. Select the method by which you want to take attendance. 
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Full List 
This style will display all of your students on one screen in alphabetical order.  You can 

select Present/Absent/Excused for each student.   

o You can use the current date by selecting Current Time or you record 

attendance for another date by selecting Custom Time and editing the Session 

Title.   

o Be sure to select Submit Attendance when you have finished taking attendance.  

 

One By One 
This style will display each student one by one.  You can select Present/Absent/Excused 

for each student.  You would use the navigation arrows to proceed to the next student 

or to go back to a previous student. 

o You can use the current date by selecting Current Time or you record 

attendance for another date by selecting Custom Time and editing the Session 

Title.   

o Be sure to select Submit Attendance when you have finished taking attendance.  

 



 

Accessibility Mode 
This style is very similar to the list style.  It displays all of your students on one screen in 

alphabetical order.  You can select Present/Absent/Excused from a drop down menu. 

o You can use the current date by selecting Current Time or you record 

attendance for another date by selecting Custom Time and editing the Session 

Title.   

o Be sure to select Submit Attendance when you have finished taking attendance.  

 

Check In  
This style allows for a code to be generated.  Students will have to log into Blackboard 

and enter the code to be counted as present.   

o Be sure to click Start Check In to begin the check in process. 

o Be sure to click End Check In if ending before check in process timer completes.   

 

  



Viewing the Attendance Record with the Qwickly Attendance Tool 
1. Select Attendance Record from within the Qwickly Attendance Tool. 

 
2. You can review the Attendance for each student by session.  

 
 

3. You can export these results by clicking the Standard Export button. 

 

4. You can finalize your Attendance grades by clicking the Finalize Attendance button.  Warning: By 

clicking this button, you will no longer be able to take attendance or edit the attendance record 

for this course. 
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